EMPLOYABILITY SKILLS THAT CAN

Academic Skills

Communication

Read and understand wrilten
matenals

Wirile in the language in which
business is conducted \
Speak in the language in which
business is conducted

Mathemalics :
Understand chars and graphs
Undersland basic mathematics
Use mathematics 10 solve
problems

Science and Technology
Use scientilic method to solve
problems

Understand basic science
Use tools and equipment

Problem Solving

Use research and library skills
Use specialized skills and
knowledge or know how to
access it -
Understand systems and
complex relationships

BE LEARNED IN SCHOOL

Personal Management Skills

Responsibility

Attend school/work daily and
on time

Meet school/work deadlines
Demonsirale self-conirol

Organization

Pay attention to details

Follow wrillen instructions and
directions

Follow oral inslructions and
direclions

Flexibillty

Learn new skilis

Idenlify and suggest new ways
to gel the job done

Work withoul supervision

Career Development

Know personal slrengths and
weaknesses

Develop career plans

Teamwork Skiiis

Communlcaung

Listen 1o other gioup members
Express ideas lo other group
members

Responsive

Work in changing setlings and
with people of differing
backgrounds j

Be sensilive 1o the group
members ideas and views

Be willing to compromise lo best
accomplish the goal

Contributing

Actively participate in a group
Know the group's rules and
values '

Leadershlp
Be a leader or follower 10 bes|
accomplish the goal
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District Survey (k-12) of current activities that support the new Standards of Career and Education and Work....

Grade

School

Building

Teacher

Subject

Time of
- Year

Community
Involvement

Analyze career options based on interesf, attitudes, ac]uevements and gnals.

Analyze the relationship befween career choices and career preparation.

Evaluate school-based opportunities for connection to the workplace.

Assess the implementation of an individualized career plan through a career
portfolio.

Appl}r effectwe speakmg and listening skills used in a job inferview.

Apply research skills in searching for a job.

Develop and assemble career acquisition documents such as cover letter, resume, etc.

Demonstrate in the career acquisition process the application of essential work place
skills such as: Technical Literacy; Communication;Team Building: Labor
Laws/Regulatlons, and Personal Imtmtlve.

Evaluate persoual attitudes and work habits that suppurt career retention and
advancement.

Evalnte, describe and illustrate team member skills such as active listening, conflict
resolution and time management.

Develop a personal budget based on career choice such as: Fixed and Variable
Expenses; Taxes;Cross Pay; and Net Pay.

Evaluate strategies for career retention and advancement in response to the changin
global workplace and how lifelong learning impacts carcer retention and
advancement.

IV. Entrept

Analyze how entrepreueurlal skjlls relate to personal career gO‘llS, cor porate
opportunities and personal character traits.

Develop a business plan for an entrepreneurial concept of personal interest and
identify available resources such as: Community Based Organizations; Finanical
Institutions;Small Business Administration Services;and Venture Capital.
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So, what can you do?

Guide your child in exploring and using career planning information and services. If
he is willing, do it alongside him. If not, explore the CIDS for yourself and share what
YOU have learned. Communicate the expectation that he access career information
and services wherever they are availabie. Let him know that in many instances,
counselors, even city librarians will guide and assist him in using career pianning
tools. Explain the benefits of using. such tools to identify interests, work values,
strengths, abilities, and aptitudes. Encourage him to explore his career interests
through school activities such as internships or coop and through more informal
activities such as touring a college or workplace.

While you can do much to assist and encourage your child, research shows that
career information delivered by counselors is much more powerful than information
by itself. Therefore, speak to your child’s principal about the school’s career develop-
ment programs and career guidance services. This is true at the elementary as well
as the high school level. School counselors, for example, should guide students of all
ages through important career planning processes, including self awareness (truly
knowing their career interests, aptitudes, and work values); career exploration
(through activities, games, reading about occupations, researching education and
training requirements); and career planning and decision-making (developing a
career plan, narrowing choices, and identifying a postsecondary goal.)

Start early! Even elementary students can understand that the many desirable jobs
those that offer higher pay, more generous benefits, the possibility of growth, variety,
and chalienge -- require education and training beyond high school.

Finally, talk with your child about the important concept of work satisfaction. That is,

that she can and will find work that suits her well and leads to satisfaction, fuifillment,
and high achievement. This will occur only ‘if’ she takes the time to make an informed
and considered career decision, which she will surely do with good career information

and your help!
Additional —mmmo_._ﬂn.mm"

 To identify your state’s CIDS, go to www.acrnetwork.org/network.htm

« To identify national systems, go to http://acsci.org/Survey/vendor.asp.

« For more on making informed and considered career decisions, go to
www.acrna.net/publications/iccd-subl.pdf

e For more information on parental involvement activities, go to
www.acrnetwork.org/parents.aspx

A resource of America’s Career Resource Network Association
1410 King Street e Alexandria, Virginia 22314  703/549-8900 « www.acrna.net







